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The Wren School 

Child Protection and Safeguarding Policy 

Purpose and background 

The Wren School takes seriously its responsibility to protect and safeguard the welfare of the 

students in its care, because “the welfare of the child is paramount” (Children Act 1989).  

Section 175 of the Education Act 2002 places a statutory responsibility on governing bodies 

to have policies and procedures in place that safeguard and promote the welfare of children 

who are students of the school (Working Together to Safeguard Children 2015).  This school 

recognises its legal duty to protect children from harm and to respond to child abuse.  This 

policy refers to Department for Education Guidance on Keeping Children Safe in Education, 

2015 and takes account of Ofsted’s Safeguarding children and young people and young 

vulnerable adults policy 2015. The school will also have due regard to the statutory guidance 

on Supporting Pupils at School with Medical Conditions, 2014 

Section 11 of the Children’s Act 2004 sets out the arrangements that Education services and 

schools must make to promote the welfare of and to safeguard children and young people, “All 

schools and further education institutions have a statutory duty to safeguard and promote the 

welfare of children. Consequently, staff in these establishments play an important part in 

safeguarding children from abuse and neglect by early identification of children who may be 

vulnerable or at risk of harm and by educating children, about managing risks and improving 

their resilience through the curriculum. All schools and further education institutions should 

create and maintain a safe environment for children and young people, and should be able to 

manage situations where there are child welfare concerns”.   

An effective whole-school child protection policy is one which provides clear direction to staff 

and others who come into contact with students about expected behaviour when safeguarding 

children. An effective policy also makes explicit the school’s commitment to the development 

of good practice and sound procedures. This ensures that child protection concerns, referrals 

and monitoring may be handled sensitively, professionally and in ways which support the needs 

of the child. This system is described in statutory guidance Working Together to Safeguard 

Children 2015. 

This policy fits within Berkshire Local Safeguarding Children Board (LSCB) child protection 

procedures, which can be found by clicking on the following link 

http://berks.proceduresonline.com/index.htm ; this link will be saved as a shortcut on all school 

staff computers and laptops as stated in the document.  

This policy applies to all students, staff, governors, volunteers and visitors to The Wren School, 

which recognises it is responsible for making referrals and not enquiries or investigations.  

 

Policy objectives: 

We believe that every student has the right to feel safe and protected from harm (or the risk 

of harm); this includes physical, sexual and emotional harm as well as neglect.  See Appendix 1 

for definitions.  With this in mind, this policy has the following objectives: 

http://berks.proceduresonline.com/index.htm
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 to ensure that Safer Recruitment processes are followed, so that those who are 

unsuitable to work with children are not employed at the school; 

 to prevent child abuse through the creation of a positive school atmosphere and the 

teaching and pastoral support offered to students; 

 to protect students by following agreed procedures, ensuring staff are trained and 

supported to respond appropriately and sensitively to child protection concerns; 

 to offer support to students who may have been abused. 

 

Management of policy 

School: This policy is implemented and managed by the headteacher, Jo 

Broadhead - who is the Designated Person for Safeguarding 

Children and her deputy, David Zell (assistant headteacher). 

Governing Body: The Inclusion and Community Committee will review this policy 

annually and recommend amendments to Full Governoring Body 

for final decision. 

Approval: Updated and approved 22nd September 2016. 

Next review due: September 2017 

 

Associated policies 

Acceptable use – staff 

Acceptable use – students 

Anti-bullying 

Behaviour 

Attendance 

Code of conduct for staff  

Confidential reporting (including whistle blowing and allegations management)  

Health and safety 

Prevent 

Safer recruitment 

Special educational needs and Disability 

 

Practice and procedures 

Responsibilities 

All adults working with or on behalf of children have a responsibility to protect them. There 

are, however, key people within schools and the local authority who have specific 
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responsibilities under child protection procedures. The names of those carrying out these 

responsibilities are listed in Appendix 2 of this document together with useful contact 

information.  Appendix 3 explains their roles and responsibilities. 

It is the role of the Designated Person (and, in her absence, her deputy, senior leader, David 

Zell) to ensure that: 

 all of the child protection procedures are followed within the school; 

 timely referrals are made to the relevant Referral and Assessment Team in accordance 

with school procedures (see Appendix 4); 

 safer recruitment practice is followed.  See Appendix 5 for The Wren School’s 

Safeguarding Statement; 

 all staff employed, including temporary staff, and volunteers within the school are 

aware of the school’s internal child protection procedures, to advise staff and to offer 

support to those requiring this. Staff are kept informed about child protection 

responsibilities and procedures through induction, briefings and awareness training.  

There may be other adults in the school who rarely work unsupervised, more usually 

working alongside members of the school staff.  However, the Designated Person will 

ensure that they are aware of the school’s practice and procedures. 

 an annual report is presented to the governing body detailing any changes to the policy 

and procedures, training undertaken by all staff and governors and other relevant 

issues. Appendix 6 identifies key safeguarding measures at The Wren School an 

Appendix 7 outlines the key questions that form part of the annual safeguarding report 

to governors.  

The Governing Body will be responsible for nominating a governor to take the lead in 

overseeing safeguarding.  See Appendix 2.  The role of the nominated Governor for 

Safeguarding is to ensure that the school has an effective policy, that LSCB Guidelines are 

complied with and to support the school in this aspect.  See appendix 3.   

Governors must not be given details relating to individual child protection cases or situations 

to ensure confidentiality is not breached.  Safeguarding will be discussed three times a year at 

the Governors’ Inclusion and Community committee, which reports to full governing body 

meetings.  The Designated Person and safeguarding governor will use this as an opportunity 

to feed back any relevant information.  The Governing Body is responsible for ensuring the 

school follows all of its procedures relating to safeguarding including safer recruitment, 

confidential reporting (including allegations management and whistle blowing).  Governor 

briefings on accountability including roles and responsibilities will be provided. 

The Lead Local Authority Designated Officer in Education for Safeguarding (see appendix 1) is 

available to offer advice and support around safeguarding and procedural issues.  Specific 

training is available for the school’s Designated Person and her deputy.  See Appendix 8. 

It is the responsibility of any member of staff, volunteer or visitor to the school who receives 

a disclosure of abuse, an allegation or suspects that abuse may have occurred to report it 

immediately to the Designated Person or, in her absence, the Deputy Designated Person.  In 

the absence of either of the above, the matter should be brought to the attention of the most 

senior member of staff. If the concern relates to the headteacher, the matter should be taken 

to the Chair of Governors.  See Appendix 9 for Whistle blowing procedures. 
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Safeguarding Practice 

The Wren School’s Safeguarding Statement (see Appendix 5) will be included within the school 

prospectus on the school website, which will also include links to this policy which will be made 

available to parents and carers in hardcopy on request.  The statement will be displayed and 

shown to school visitors and will be made clear during the school’s staff recruitment process, 

in advertisements and information provided to applicants.  All visitors will be expected to sign 

in and to wear a badge at all times.  

We recognise that for our students, high self-esteem, confidence, supportive friends and clear 

lines of communication with a trusted adult help to prevent abuse. Our school will therefore:  

a) establish and maintain an environment where students feel safe and secure and are 

encouraged to talk, and are listened to; 

b) ensure that students know that there are adults within the school who they can   

approach if they are worried or are in difficulty; 

c) include in the curriculum activities and opportunities to equip students with the 

skills they need to stay safe from abuse; 

d) include in the curriculum material which will help students develop realistic 

attitudes to the responsibilities of adult life, particularly with regard to childcare and 

parenting skills; 

e) ensure that wherever possible every effort will be made to establish effective 

working relationships with parents/carers and colleagues from partner agencies.  

Looked after children 

The governor- appointed member of staff with responsibility for looked after children is the 

Designated Person, who will receive appropriate training. 

The most common reason for children becoming looked after is as a result of abuse and/or 

neglect.  The Governing Body will ensure that staff have the skills, knowledge and 

understanding necessary to keep looked after children safe.  In particular, they will ensure that 

appropriate staff have the information they need in relation to a child’s looked after legal status. 

Students at Risk  

The school recognises the importance of identifying vulnerable students that may be at risk of 

abuse, or who may have additional support needs. We recognise that a student may be classed 

as vulnerable for a variety of reasons and this may not be a permanent state.   

This school recognises the following as vulnerable groups (although not exclusively): 

 Children with Special Educational Needs; 

 Disabled children; 

 Children with emotional/behavioural/attachment disorders; 

 Children with mental health concerns; 

 Children experiencing bereavement; 

 Children at risk of exclusion; 



 
 

5 
The Wren School Child Protection and Safeguarding policy  September 2016      

 Children from Gypsy, Roma, Traveller communities; 

 Looked after children and those subject to private fostering arrangements; 

 Children missing education/ low attendance; 

 Children dealing with issues around domestic abuse; 

 Children at risk of exploitation, sexual exploitation and trafficking; 

 Children who are victims of sexting; 

 Children at risk of  honour based violence or forced marriage; 

 Children who are victims of relationship abuse; 

 Girls at risk of female genital mutilation; 

 Children with caring responsibilities or classified as a young carer; 

 Children affected by issues around bullying (including cyerbullying); 

 Children who are at risk of radicalisation; 

 Children who are at risk due to their faith; 

 Children affected by crime; 

 Children affected by gang activity. 

As a school we will recognise vulnerable students and support them through: 

a) The curriculum to encourage self-esteem and self-motivation. 

b) The school ethos which promotes a positive, supportive and secure environment 

and which gives all students and adults a sense of being respected and valued. 

c) The implementation of the school’s behaviour policies.  

d) A consistent approach agreed by all staff which will endeavour to ensure the 

student knows that some behaviour is unacceptable but s/he is valued.  

e) Regular liaison with other professionals and agencies that support the students and 

their families.  

f) A commitment to develop productive, supportive relationships with parents/carers, 

whenever it is in the student’s best interest to do so.  

g) The development and support of a responsive and knowledgeable staff group, 

trained to respond appropriately in child protection situations.   

h) Recognition that, statistically, students with behavioural difficulties and disabilities 

are most vulnerable to abuse so staff who work in any capacity with students with 

profound and multiple disabilities, sensory impairment and/or emotional and 

behavioural problems will need to be particularly sensitive to signs of abuse.  

i) Recognition that in a home environment where there is domestic violence, drug or 

alcohol abuse, students may also be vulnerable and in need of support and/or 

protection.  
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The school recognises it may be the only stable, secure and predictable element in the lives of 

vulnerable students and that whilst at school their behaviour may still be challenging and 

defiant or they may be withdrawn.   

 

 

 

Records and Monitoring  

Well-kept records are essential to good child protection practice.  Our school is clear about the 

need to record any concern held about students within our school, the status of such records 

and when these records should be passed over to other agencies.  

Any member of staff receiving a disclosure of abuse or noticing signs or indicators of abuse, 

must make an accurate record as soon as possible noting what was said or seen, putting the 

event in context, and giving the date, time and location.  All records will be dated and signed 

and will include the action taken. Making the record should not delay referring the disclosure 

to the Designated Person or appropriate authority. 

These notes are kept in a confidential file, which is separate to other files, and stored in a secure 

place in the Designated Person’s office. In the same way, notes must be kept of any student 

who is being monitored for child protection reasons.  

If a student transfers from the school, these files, where appropriate, will be copied for the new 

establishment and forwarded to the student’s new school marked confidential and for the 

attention of the receiving school’s Designated Person for Safeguarding. 

The Designated Person will have oversight of the school’s record management policy to ensure 

that issues around safeguarding records are addressed appropriately. 

E-Safety, including use of photographs 

This school believes that the use of information and communication technologies brings great 

benefits. Accordingly, we recognise that there are e-safety issues that need to be planned for 

that will help to ensure appropriate, effective and safer use of electronic communications. 

This school has developed an e-safety policy for staff and students (appendix 4 of the Anti-

bullying policy) which should be considered in line with this policy.  There are also separate 

staff and student  policies for acceptable use which include an agreement to be signed. 

Photographs, video and electronic images of students and staff are classed as personal data 

under the Data Protection Act 1998.  We will not allow photographs or filming of students 

during a school activity without the parents’/carers’ permission.  All parents/carers will be 

asked to complete a Photographic Use Consent Form which forms part of the admission and 

induction information pack. 

Safer recruitment  

Safeguarding Children and Safer Recruitment in Education sets out clear guidance for schools 

which is adhered to here.  Please see the safer recruitment policy for detailed information 

about recruitment and selection procedures for staff and volunteers.  This includes DBS checks, 

prohibition checks and disqualification by association. 
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At least one member of every recruitment and selection panel will have completed safer 

recruitment training. 

A Single central record of employment checks is held by the school and is checked three times 

a year by the Safeguarding Governor, headteacher and HR officer.   

Professional boundaries for staff and code of conduct 

Every new member of staff, governors and volunteers will be provided with a full induction on 

Safeguarding, in addition to the training requirements set out in appendix 8.   

Staff members, governors and volunteers are required to sign up to and follow a code of 

conduct. This can be found within the Employment Manual and should be considered alongside 

this policy.  

The school’s code of conduct for staff and volunteers is made freely available to staff, visitors, 

students, parents and carers on the school website and in hard copy at request.  This allows 

everyone to understand our expectations of our staff and to be able to identify any behaviour 

that may be inappropriate. 

Use of social networking sites by staff is managed in the Employment Manual and should be 

viewed in connection to the school code of conduct and to this policy.   

Use of the school premises by other organisations 

Where services or activities are provided separately by another body, using the school 

premises, the Governing Body will seek assurance that the body concerned has appropriate 

policies and procedures in place in regard to safeguarding children and child protection.  

 

Associated documents 

This policy is in line with the guidance shown below, a hard copy of which will be kept in the 

headteacher’s office. 

Safeguarding children and safer recruitment in education (DFES, January 2007) 

http://media.education.gov.uk/assets/files/pdf/s/safeguarding%20children%20and%20safer

%20recruitment%20in%20education.pdf 

Section 11 of the Children’s Act 2004: 

https://www.education.gov.uk/publications/eOrderingDownload/DFES-0036-2007.pdf 

What to do if you’re worried a child is being abused 

https://www.education.gov.uk/publications/eOrderingDownload/6840-DfES-

IFChildAbuse.pdf  

Working Together to Safeguard Children 2015 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/

Working_Together_to_Safeguard_Children.pdf  

Dealing with allegations of abuse against staff: 

http://www.westberks.gov.uk/CHttpHandler.ashx?id=32751&p=0 

Guidance for Safer Working Practice for Adults Who Work With Children and Young People: 

http://media.education.gov.uk/assets/files/pdf/s/safeguarding%20children%20and%20safer%20recruitment%20in%20education.pdf
http://media.education.gov.uk/assets/files/pdf/s/safeguarding%20children%20and%20safer%20recruitment%20in%20education.pdf
https://www.education.gov.uk/publications/eOrderingDownload/DFES-0036-2007.pdf
https://www.education.gov.uk/publications/eOrderingDownload/6840-DfES-IFChildAbuse.pdf
https://www.education.gov.uk/publications/eOrderingDownload/6840-DfES-IFChildAbuse.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419595/Working_Together_to_Safeguard_Children.pdf
http://www.westberks.gov.uk/CHttpHandler.ashx?id=32751&p=0
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http://webarchive.nationalarchives.gov.uk/20100113210150/dcsf.gov.uk/everychildmatters

/resources-and-practice/ig00311/ 

Ofsted:  Safeguarding children and young people and young vulnerable adults policy. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/401307/S

afeguarding_children_and_young_people_and_young_vulnerable_adults_policy.pdf  

Keeping children safe in education 2015 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/43

5939/Keeping_children_safe_in_education.pdf 

Keeping children safe in education – guidance for staff 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/K

eeping_children_safe_in_education_Information_for_staff.pdf  

Statutory guidance on supporting pupils at school with medical conditions 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/St

atutory_guidance_on_supporting_pupils_at_school_with_medical_conditions.pdf  

 

Appendices 

Appendix 1: Safeguarding definitions 

Appendix 2: Key contact list for Safeguarding at The Wren School 

Appendix 3: Roles and responsibilities 

Appendix 4: Action to take if you suspect that a student has been harmed, neglected or abused 

Appendix 5: The Wren School’s Safeguarding Statement 

Appendix 6: The Wren School – safeguarding measures 

Appendix 7: Annual audit of safeguarding practice 

Appendix 8: Staff training and support 

Appendix 9: Whistle blowing procedures 

http://webarchive.nationalarchives.gov.uk/20100113210150/dcsf.gov.uk/everychildmatters/resources-and-practice/ig00311/
http://webarchive.nationalarchives.gov.uk/20100113210150/dcsf.gov.uk/everychildmatters/resources-and-practice/ig00311/
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/401307/Safeguarding_children_and_young_people_and_young_vulnerable_adults_policy.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/401307/Safeguarding_children_and_young_people_and_young_vulnerable_adults_policy.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/435939/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/435939/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/Keeping_children_safe_in_education_Information_for_staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/354151/Keeping_children_safe_in_education_Information_for_staff.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/Statutory_guidance_on_supporting_pupils_at_school_with_medical_conditions.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/349435/Statutory_guidance_on_supporting_pupils_at_school_with_medical_conditions.pdf
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Appendix 1 

Safeguarding definitions 

Abuse & neglect: 

Abuse and neglect are forms of maltreatment of children. They include inflicting harm or failing 

to prevent the infliction of harm. 

Physical Abuse: Involves hitting, shaking, throwing, burning... any physical harm. It also includes 

fabricating the symptoms of illness or deliberately inducing illness in a child. 

Emotional Abuse: The persistent emotional maltreatment of a child. Some level of emotional 

abuse is involved in all types of maltreatment of a child. 

Sexual Abuse: Involves a child taking part in sexual activities, whether or not the child is aware 

of what is happening. 

Child sexual exploitation: is a form of sexual abuse where children are sexually exploited 

for money, power or status. 

Forced marriage: is one entered into without the full and free consent of one or both parties 

and where violence, threats or any other form of coercion is used to cause a person to enter 

into a marriage 

Prevent radicalisation: Radicalisation refers to the process by which a person comes to support 

terrorism and forms of extremism. 

Neglect: Persistent failure to meet a child’s basic physical and/or psychological needs likely to 

result in the serious impairment of the child’s health or development. 

The concept of significant harm: 

This is the threshold that justifies compulsory intervention in family life in the best interests of 

the child. There are no absolute criteria on which to rely when judging what constitutes 

significant harm. 

 

  



 
 

10 
The Wren School Child Protection and Safeguarding policy  September 2016      

Appendix 2 

Key Contact List for Safeguarding at The Wren School 

 

Contacts in School 

Designated Person:   Jo Broadhead – 0118 959 1868 

Deputy Designated Person:  David Zell – 0118 959 1868 

Nominated Governor:   Bob Burrowes 

Chair of Governors:   Julia Cottee 

 

Key Contacts within the local authority 

Lead Authority Designated Officer for Safeguarding (LADO):  Sean Capewell – 0118 937 3555 

For Reading residents: 

Reading Borough Council, Civic Centre, Reading, RG1 7AE 

0118 937 3641 (MASH team) 

For West Berkshire residents: 

Council Offices, West Street House, West Street Newbury Berks RG14 1BD 

01635 503090 

Emergency Duty Team outside of office hours: 

01344 786535 

 

For additional information: 

Esther Blake, Business manager – Reading Safeguarding Children Board and Children’s Trust 

Partnership 

http://www.readinglscb.org.uk/  

http://www.readinglscb.org.uk/
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Appendix 3:   

 

Roles and Responsibilities 

All adults working with or on behalf of children have a responsibility to protect them.  There 

are, however, key people within schools and the Local Authority who have specific 

responsibilities under child protection procedures. The names of those carrying out these 

responsibilities for the current year are listed in Appendix one. 

It is the role of the Designated Child Protection Person to ensure that all of the child protection 

procedures are followed within the school, and to make appropriate, timely referrals to the 

appropriate local authority children’s services department, in accordance with school 

procedures.   

A Deputy Designated Child Protection People will be identified. They report to the Designated 

Child Protection Person and, if she is unavailable, will act in her absence. Additionally, it is the 

role of the Designated Child Protection Person to ensure all staff employed including 

temporary staff and volunteers within the school are aware of the school’s internal procedures, 

to advise staff and to offer support to those requiring this.    

The Designated Person or her Deputy will: 

 decide whether a referral is appropriate by reference to the LSCB guidance or as a 

result of a ‘no name consultation’ to the relevant team to assist in decision making.  See 

Appendix 1; 

 immediately refer cases of suspected or actual abuse or allegations to the appropriate 

local authority team (or emergency duty team).  See Appendix 1; 

 follow the most up to date referral procedures, such as multi agency referral form 

(MARF), which must be completed within 24 hours, since delay in referring cases 

immediately may place the student at further risk and may prevent the relevant team 

from putting in place timely, protective measures for the student; 

 consider how to offer additional support to the family, for example by referral to 

outside agencies; 

 undertake to share their intention to refer a child to an outside agency with the parents 

or carers unless to do so could place the student at greater risk of harm or impede a 

criminal investigation; on these occasions advice will be taken from the Referral and 

Assessment Team and/or the police; 

 ensure that the school is represented and a report is submitted to any child protection 

conference or team around the child meeting called for students on their school roll or 

previously known to them. If the Designated Person is unable to attend it is their 

responsibility to identify someone else to attend in their place.  Whoever attends 

should be fully briefed on any issues or concerns the school has; 

 ensure that a school representative is a member of core groups for students subject to 

child protection plans and that a record of the meetings are kept.   

 ensure that a student who is made subject to a child protection plan is monitored 

regarding their school attendance, welfare, presentation and achievement.  

 refer cases to the Channel programme where there is a radicalisation concern as 

required; 
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 support staff who make referrals to local authority children’s social care or the Channel 

programme; 

 refer cases where a person is dismissed or left due to risk/harm to a child to the 

Disclosure and Barring Service as required; and  

 refer cases where a crime may have been committed to the Police as required. 

The Governing Body and Senior Leadership Team are responsible for ensuring that the school 

follows safe recruitment processes.  As part of the school’s recruitment and vetting process, 

enhanced Criminal Records Bureau (CRB), DfES List 99/ Vetting and Barring list ISA scheme, 

and other statutory lists and local intelligence checks will be sought on all staff that have 

substantial and unsupervised access to students.  

The role of the Nominated Governor for Child Protection is to ensure that the school has an 

effective policy, that LSCB Guidelines are complied with and to support the school in this 

aspect.  Governors must not be given details relating to individual child protection cases or 

situations to ensure confidentiality is not breached. 

The Designated Child Protection Person will provide an annual report for the governing body 

detailing any changes to the policy and procedures; training undertaken by all staff and 

governors and other relevant issues.  

Each local authority has a Lead Officer in Education for Safeguarding who is available to offer 

advice and support. 
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Appendix 4 

 

Action to take if you suspect that a student has been harmed, neglected or abused 

 Do not take it upon yourself to investigate possible abuse or neglect.  

 Concerns must be referred to the designated member of staff member.  Only the 

designated member of staff will make referrals to children’s services or the police.  This will 

be done as speedily as possible. 

 Discuss your concerns with the designated member of staff.  S/he will continue the 

investigation and check the student’s records to see if any other incidents of concern have 

occurred.  She will refer the matter if it is deemed appropriate to do so.  Detailed notes of 

phone calls, contacts and action should be passed to the headteacher; copies should not 

be kept elsewhere 

 All student safeguarding records will be held in a secure manner by the headteacher.  

Professional Confidentiality  

Confidentiality is an issue which needs to be discussed and fully understood by all those 

working with children, particularly in the context of child protection.  It forms part of the 

Universal Training mentioned above.  The only purpose of confidentiality in this respect is to 

benefit the student.  A member of staff must never guarantee confidentiality to a student nor 

should they agree with a student to keep a secret, as where there is a child protection concern 

this must be reported to the Designated Person and may require further investigation by 

appropriate authorities.  Students can be reassured that only the people who “need to know” 

will be informed, that this will be the minimum necessary and that information will not become 

common knowledge. 

Staff will be informed of relevant information in respect of individual cases regarding child 

protection on a ‘need to know basis’ only.  Where information is shared with appropriate staff 

they must maintain the confidentiality outlined in the previous paragraph. 

Advice for staff: 

 Stop and listen to what you are being told.  Responding to an allegation or suspicion of 

abuse of a student immediately takes priority; Immediately alert a senior member of staff 

(preferably the headteacher who will become involved at this point). 

 Take notes of what is said, as it is being said – if it is not possible to take notes at the time, 

make notes immediately afterwards.  Keep the notes taken at the time, without 

amendment, omission or addition, whatever subsequent reports may be written. 

 Do not promise confidentiality or agree to “keep it a secret”. Action will have to be taken 

if you believe that any student is suffering, or is likely to suffer significant harm. Try to be 

clear to the student about what you think will happen next. You can assure the student 

or anyone else giving you information, that you will only tell those you have to tell to try 

to get the matter dealt with. You can and should express support for the student or 

person giving you information in getting the matter sorted out. 
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 Avoid asking leading questions like “Did he do X to you?” but open questions like “Can 

you tell me what happened?”  Ask only what you need to know to ascertain whether 

abuse may have taken place. You do not need full details and should not investigate. 

Avoid expressing opinions beyond the facts. Leading questions and anything likely to 

suggest ideas or interpretations could damage subsequent investigations or criminal 

proceedings. 

 Consider whether a student now needs immediate protection – consider the student who 

has told you of concerns as well as any other child, in the light of what you have been 

told or suspect.  If necessary, initiate or take temporary protective action – e.g. by staying 

with the student on site until satisfactory arrangements for the child are made.  You can 

ask and take into account the student’s wishes about any immediate protection.  You 

should aim to transfer protection of any student into the normally expected arrangements 

in the setting concerned, as soon as you are satisfied that these are safe. 

 Decide whether the allegation or suspicion indicates that a child is suffering, or is likely to 

suffer, significant harm (the trigger for children’s services child protection and/or 

subsequent police enquiries).  Consider whether: 

o the allegation or suspicion appears to you to be seriously meant; 

o if true, it would constitute or seriously risk a child suffering, or being likely to suffer 

significant harm (whether or not you personally believe it to be true – that assessment 

is for children’s social care services enquiries and or police investigations); 

o the actual or likely harm is of a sexual, physical, emotional or neglect nature, sufficient 

to affect the student’s normal physical, sexual, emotional, educational or social 

development. 

Remember, even if have any doubts and whether or not you personally believe it - the 

benefit of the doubt must always be in favour of making the report. 

 Do not tell the person who is the subject of an allegation or suspicion what you have been 

told or what you suspect – that may put a student at further risk and/or damage any 

subsequent children’s social care service or criminal investigation. Any further action will 

be decided in discussion the Local Authority and Children’s Services. 
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Appendix 5 

 

The Wren School Safeguarding Statement 

 

The Wren School takes seriously its responsibility to protect and safeguard the welfare of the 
students in its care, because “the welfare of the child is paramount” (Children Act 1989).  
 
The Child Protection and Safeguarding Policy recognises the significant role played by school 
staff in supporting vulnerable students.  “Because of their day to day contact with individual 
children during the school terms, teachers and other school staff are particularly well placed to 
observe the outward signs of abuse, changes in behaviour or failure to develop” (Working 
Together under the Children Act 1989.)  
 
This policy applies to all students, staff, governors, volunteers and visitors to The Wren School, 
which recognises it is responsible for making referrals and not enquiries or investigations.  All 
of the aforementioned people have a duty to report any safeguarding concerns to the school’s 
designated person, who is the headteacher. 
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Appendix 6 

The Wren School - Safeguarding measures 

 

Requirements  Named person/location Notes 

Nominated staff member with 

responsibility for safeguarding 

children 

Jo Broadhead - headteacher 

 

In her absence:  

Designated person, 

David Zell 

Physical Intervention policy On school file and website Last updated:  July 2015 

Contact telephone numbers 

of local police and children’s 

services 

Main school office address 

book & child protection file 

in headteacher’s cabinet 

Need to identify where 

family/student is 

resident. 

SCR record is kept Lynn Smith – admin office DBS, List 99 and 

evidence about 

qualifications kept on 

one computer file. 

David Zell checks termly. 

DBS check on all staff, 

Governors and helpers in 

school 

Lynn Smith  

Verify authenticity of staff 

qualifications 

Individual staff file All new staff have DBS 

checks & qualification 

scrutinised. 

QTS verification for all 

teachers. 

Headteacher and deputy 

headteacher to complete 

designated person training for 

safeguarding children and to 

deliver universal training to all 

staff. 

Jo Broadhead – headteacher 

David Zell – assistant 

headteacher 

 

Regular update & review of 

staff register 

Safeguarding governor (Bob 

Burrowes) and HR lead (Lynn 

Smith) 

The computerised 

register is regularly 

updated. 

Universal safeguarding 

training for all staff 

Jo Broadhead - headteacher All staff training renewed 

every 3 years. New staff 

trained at entry. 

Visitors to the School site to 

be escorted at all times by a 

member of staff. 

Visitor registration with 

admin staff 
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Appendix 7 

Annual audit of safeguarding practice and procedures 

Key Question: Evidence Impact Next steps 

How do we know 

adults in contact 

with our students 

are suitable? 

All staff are DBS checked 

References are read before 

appointment is confirmed. 

Governors are DBS 

checked. 

Parents/Carers and 

staff recognise that 

students receive safe 

care. School is a safe, 

suitable & secure 

environment for 

students.  

Update the register 

when new staff are 

appointed. 

Check registers 

annually. 

How do staff 

know what to do 

if they have a 

safeguarding 

concern about a 

student? 

All staff are informed about 

safe practice. In the policy. 

Staff know action to take 

when a concern becomes 

apparent. Consult and 

communicate. 

Student safeguarding 

concerns taken to the 

Designated person. 

Students’ wellbeing is 

better assured. 

Staff, SENCO & 

headteacher are 

suitably trained and 

keep up to date 

with current 

practice. 

How does the 

school try to 

minimise 

harassment & 

bullying? 

Through our curriculum. A 

culture of openness and 

communication is fostered.  

Bullying incidents kept 

to a minimum. 

Students feel safe in a 

nurturing environment. 

Prompt action taken to 

address issues quickly. 

Develop a school 

council to enable 

children to be 

proactive and 

mutually supportive 

of each other. 

How /where does 

the school keep 

information about 

specific child 

protection issues? 

In students’ confidential 

folders. 

SENCO keeps detailed 

records of students on 

SEN/D register. 

Records are readily 

available when 

required 

Maintain the record 

keeping systems 

and regularly 

update. 

What measures 

are taken to 

minimise health 

and safety risks 

for students? 

Risk assessments are carried 

out. Regular H&S audits are 

completed by Staff are 

aware of their 

responsibilities and safe 

practices to support 

students.  

Risks are minimised 

with students able to 

engage in activities 

safely. Staff are well 

trained and reminded 

about their 

responsibilities. 

Headteacher 

reports H&S issues 

to Governors. 

How does the 

school meet the 

needs of students 

with medical 

conditions? 

Office have students’ 

medical records & health 

care plans, which staff are 

informed of. First Aid 

training for nominated staff. 

Medical alert boards in key 

locations (with pictures) 

Students are safely 

cared for. 

Parents/carers are 

reassured that their 

children are well 

looked after and that in 

an emergency they will 

be contacted. 

Staff to maintain 

and update their 

first aid 

qualifications. 

Maintain regular 

Epi-pen training by 

the school nurse. 
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Epi-pen training yearly. 

Medicines (including 

inhalers) locked in cabinet. 

Disabled access and 

disabled toilet.  

Parents/carers 

reminded to keep 

healthcare plans up 

to date. 

Medical alert notice 

boards updated 

regularly. 
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Appendix 8 

 

Staff Training and Support 

 

The headteacher and all other staff who work with students will undertake appropriate child 

protection awareness training to equip them to carry out their responsibilities for child 

protection effectively, that is kept up to date by refresher training at three yearly intervals as 

set out in Keeping Children Safe in Education – Statuory guidance for schools and colleges, 

September 2016.  

The Designated Person will ensure that all staff complete Universal Training and that this is 

refreshed every three years in line with Reading Borough Council’s expectations.  Staff training 

records will be kept up to date to monitor this.   

The Designated Person and her deputy will complete local authority Designated Person 

training and this will be refreshed every two years.  They will also complete training to enable 

them to deliver Universal training in-house.  This will be recorded on staff training records and 

monitored by the Designated Person. 

The Safeguarding governor will have oversight of all child protection training records to ensure 

that this is taking place in a timely manner. 

Where there are concerns and queries about child protection, support will be available for all 

school staff from the Designated Person and her deputy, who will seek support from local 

authority staff where appropriate. 

The Designated Person will provide an annual report for the governing body detailing any 

changes to the policy and procedures; training undertaken by all staff and governors and other 

relevant issues.   
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Appendix 9 

 

Whistle blowing Procedures 

 

We recognise that students cannot be expected to raise concerns in an environment where 

staff fail to do so.  

All staff are aware of their duty to raise concerns about the attitude or actions of colleagues 

and are regularly reminded of this.   

It is essential that the high standards of concern and professional responsibility adopted with 

regard to alleged child abuse by parents/carers or other adults are similarly displayed when 

members of staff are accused of abuse.   

Only authorised agencies may investigate child abuse allegations (Social Care Services, the 

Police or in some areas, the NSPCC).  Whilst it is permissible to ask a student simple, non-

leading questions to ascertain the facts of the allegation, formal interviews and the taking of 

statements is not.  

The procedure to be followed in the event of an allegation being made against a member of 

staff is set out in Berkshire LSCB Child Protection Procedures. A copy of which is available on 

the desktop of all staff computers and by following this link: 

http://berks.proceduresonline.com/index.htm  

The headteacher or another senior leader should, in the first instance, contact the Local 

Authority Designated Officer (LADO). Through discussion and consultation, a decision will be 

made whether to hold an Allegation Strategy Meeting. Where the allegation is against the 

headteacher, the Chair of Governors will take this action.  

If for any reason it is decided that an Allegations Strategy Meeting is not appropriate, it may 

be necessary to address matters in accordance with the school’s disciplinary procedures in 

liaison with the school’s HR Advisor.  

Staff and volunteers as part of their induction are provided with guidance for staff faced with 

an allegation of abuse, to ensure that they are aware of the processes in place.  

 

http://berks.proceduresonline.com/index.htm

